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1. How do | log in and register as a user on AC*RPS?

If you are the first person from your program to register, then go to the web and visit this site:
www.americorps.org, Click on "Resources for Programs", and then click on "Register", which will take you to

this screen:

Program/Project Registration

Pkasa anar pragramdprafactcode o 4-cigh eoda o B-digh ook

—
s

Enter either your 14-digit program code (for all AmeriCorps programs other than VISTA) or 8-digit program code
(for AmeriCorps*VISTA projects) and press enter. You must have a valid program code in order to register
in AC*RPS. If you don’'t know your AmeriCorps program code number, or if you are having difficulty following
these instructions, please contact your cluster Recruitment Program Specialist or the System Administrator for
help. A listing of these individuals with their contact information is at the end of this document.

After you click on the enter button in the Program/Project Registration screen you will see the following screen:
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Enter the information requested in the above screen. Then click on the “Register” button. You should
immediately receive a message like the example below:

Registration Confirmation

User admintraining has been successfully created for 00ADNCAO0000000. Thank you for registering
with AmeriCorps On-line Recruitment System.

Now you can use your userID to logon to the AmeriCorps On-line Recruitment Site.

You are now a registered user. Click: AmeriCorps On-line Recruitment Site. It takes you to AC*RPS’ home
page. You will the following screen.

On the bottom left side of this page, under the heading “Registered Users,” enter your user ID and password.
Now click on the “Log In” button.

The “Log In” button sends you to a screen which identifies your program and gives you four options:

Sample: Welcome “User Name”

Please select one of the following activities:
- Enter a New Program Listing or new opportunity, separate from your current listing
Find Prospects by searching the interest profile database of prospective applicants based on
criteria you identify.
Review and select applicants to your program, e-mail applicants, and make decisions on
applications.
To change your password, click here.
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Welcome admintraining:
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2. How does a new person register on AC*RPS?

For a new user (replacing an employee who left your program): Send an e-mail message to the System
Administrator at admin@americorps.org. Indicate “Registration change” on the subject line. The body of the
email should contain the following:

Please change the registration for:

PROGRAM CODE:

PROGRAM NAME:

OLD USER ID:

NEW USER ID:

NEW USER NAME: (First) (Last)

OFFICE PHONE NO.

USER EMAIL ADDRESS:

Once the System Administration gets this information, the old user ID will be deleted from the system and the
new user ID will be enabled.
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3. Can aproject have more than one user?

Yes. To add additional users, please send an e-mail message to the System Administrator at
admin@americorps.org. Indicate “Additional users” on the subject line. The body of the email should contain
the following:

Please add the following user(s) to the registration for:

PROGRAM CODE:

PROGRAM NAME:

NEW USER ID:

NEW USER NAME: ~(First) (Last)

OFFICE PHONE NO.

USER EMAIL ADDRESS:

The System Administrator will provide a temporary password for new and additional users that should be
changed after the user's first login.

4. Forget Your Password?

Users registered prior to April 9, 2002, will be prompted to select a reminder question. New users will be
required to select a reminder question upon registering. When a user forgets his or her password, they can
click on "Forgot Your Password"; enter their user ID; answer the question and provide an email address.
AC*RPS send the password to the email address entered.
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5. How do | create a program listing?

If you are creating a listing for the first time, click on the “New Listing” button. You will see the screen below.
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Provide the information requested on the screen. We hope that the data fields within the screen are self-
explanatory. If not, click on the “HELP” button at the left of the screen.

6. How much time do | have to enter my program listing?
Each time the user clicks New Program Listing, AC*RPS will display the following message:

"You have 40 minutes to complete this form. If you don't save within that time, your information
will be lost. The browser status bar at the bottom will tell you how much time you have left."

You may click the "Save Program” button to reset the 40-minute clock at any time.
When you save your program listing information for the first time, you will see that a program listing ID is
assigned to this listing. The ID consists of your program code number followed by a dash and another number.

Your first listing will be “- 0”. A second program listing would be indicated by “- 1,” a third listing by “- 2,” etc.

It is important that you keep a record of your program listing numbers. You'll use these numbers when
you want to edit this information at a later date.
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Again, contact your cluster Recruitment Program Specialist if you need help on how to complete this page, or if
you have questions about how to effectively present program information.

You need to enter complete and accurate program data in AC*RPS. Multi-site programs may enter
information about each site separately or may indicate all sites within one listing. You must use multiple listings
if you are requesting applicants for more than one type of AmeriCorps program (for example, your organization
supports both AmeriCorps*VISTA and AmeriCorps*State members). You also need separate listings for both
full-time and part-time members. You may wish to use multiple listings for other reasons.

7. How can | update program information once it is listed on AC*RPS?

You can update your program listing as often as necessary but we recommend at least once a quarter. Click
the “Update Listing” button on the Program user page. A link to each of your program listings is displayed.
Click the link to the listing that you wish to update.

You may want to change your listing to accommodate the following situations:

multi-site programs, which originally entered program information for each site, may later choose to merge
multiple listings into one entry, or vice versa

program information (such as start-date for member positions, timeframe for accepting applications, staff
contact, etc.) has changed; all pertinent program changes should be updated in AC*RPS.

Please note that if your program information is not updated within a 90-day time period, your cluster
Recruitment Program Specialist may contact you. You will also receive an e-mail reminder message asking
you to update your program information.

8. How can | find potential AmeriCorps members for my program?

AC*RPS not only helps applicants will find you, but you can do your own searching. After you log in, click the
“Find Prospects” button. You will see page that lists a number of criteria to search AC*RPS' Interest Profile
Database. This database contains information about AmeriCorps candidates who have given their permission
to be contacted by AmeriCorps programs.

By designating specific applicant criteria and clicking the “Find Prospects” button at the bottom of the page,
you'll be provided with a list of candidates who meet the criteria you selected. Not only can you sort using area
of interest; skills; language and education, prospects can now be sorted by their state preference or state of
residence (or home state); area code, zip code. You can increase your pool of candidates by being less
restrictive on the criteria you require. After your search result is displayed, a text file can be generated. Simply
press the "Generate Text File" button.
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Find Prospects

To Find a prospect

1. Select EITHER state OR region OR Metropolitan Area Preference irequired)
2. Select from any other the remaining search criteria
3. Click Find Prospects button to review a list of programs that match the criteria you selected.

AmeriCorps
Home

New Listing
Update Listing
Find Prospects
Select Applicants

* Required field (choose either one of the following twa)

* Prospect State(s) OR Region OR. Metropolitan Area Preference:

Log Out
Alabama i’ Aflantic B Aflanta il
Alaska Marth Centralj Boston

HELP American Samoa Pacific Chicago
Arizana - Southern ;l Cleveland/Akran LI

or
*Select Home State, Area Code or Zip Code

I— SelectA State— = l Phone Area Code: Home Zip Code:

1 am looking for prospects who are interested in working in the following area(s) of service:

Mot Specified il
Children/Youth

Community and Econamic Development
Community Outreach -

1 am looking for prospects who are available beginhing:

[Month — =][Day=]a0]

1 am interested in prospects willing to work the following schedules:

Full-Time © PartTime © Summer © Mo Preferance ©
| am looking for prospects with the following skills:
General Skills il
Architecture Planning

Business
Carmmunications ;I

1 am looking for prospects who speak the following languages:

Arnerican Sign Ianguageil
Chinese
French

Hrnong ;I

| am looking for prospects with the following minimum level of education:

I—‘SEIEE:IAH Education LE\.’E|—LI
Date Profile Created:

|M0nth LI |Dayd|\(eard - |M0nth leayL”YearLl
Date Profile Updated:

|M0nth ;I IDay;”YearLI = |M0nth ;”Day;”\’ear;l

Find Prospects | Resat |

meriCorps | Home | Hew Listing | Update Listing | Find Prospects | Select licants | Privaey Policy | Help | Log Out

To generate a text file of prospects:

Select your criteria. After your search result is displayed, a text file can be generated.

Press the "Generate Text File" button.

Once the file is displayed, click, Save as. Enter a filename and change the file type to .txt. Save.
To open the file using Excel. Open Excel

Open the file. The Import Wizard will appear.

(Wizard Step 1) Excel determines the data type. In most cases, it will be delimited. Click Next.

(Wizard Step 2) Check ﬂ "Other" and enter the vertical line in the box (Shift | \ key). Click Next
(Wizard Step 3) Select "General" as the column format

©N ok wd e
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9. You're finished! Excel will display a worksheet with the following information: first and last name,
address, city, state, zip code, country, availability date, daytime phone, extension, evening phone
and email address. You are set to create labels or send emails. Remember to save your new
Excel document.

9. How will I know if someone has used AC*RPS to apply to my program?

The e-mail address designated by your in your program listing as the contact point will receive an e-mail
message when someone has electronically applied to your program. This message will contain the applicant’s
name, application ID number and a link to the Recruitment Site.

SAMPLE e-mail message:

“Applicant Name” has submitted an application to your program. To access it, refer to Application Number MB995095647 at

AmeriCorps On-line Recruitment Site. Please remember that many applicants apply for more than one program, so
competition for these applicants might be keen. All applicants should receive a response from you within 10 days.

**This message was automatically generated by the AmeriCorps On-line Recruitment System. Please do not
reply to the sender.**

When an applicant submits an application to one or more AmeriCorps programs the individual receives a
confirmation message from AC*RPS like the example below:

Application Confirmation

Thanks for applying for AmeriCorps. Your application has been submitted to the program(s) you selected, and
your application number is SS123456789. Keep this application number in your records, as it will be the easiest
method of tracking your application.

You should hear from the program(s) within 2-3 weeks. Most AmeriCorps programs have very small staffs, so
thanks for your understanding and patience as the program officials work hard to balance the daily workload of
managing a program with recruitment for the next members. If you have questions about your application or the
program(s) or if there is a change in your application or availability, please contact the program(s) directly:

Program Name Contact Name Contact Phone Contact EMail
Safety Service Corps Edward Smith (514 )912-9002 esmith@erols.com
Community Corps Linda Jones (613) 123-4112 communitycorps@yahoo.com

Print out this form for your records, as it contains all program contacts. Good luck!

10. What are my responsibilities when someone uses AC* RPS to apply to my program?
AC*RPS is a competitive process. Applicants can choose to apply to up to a maximum of ten programs at one
time. It is to your advantage to contact potential AmeriCorps members ASAP. Other AmeriCorps
programs may also be interested in the same applicant.

You must Log In to AC*RPS and click “Select Applicants” to see a list of submitted applications. You can view
all applications submitted to your program or you can view only those applications which meet your criteria.

Applications can be sorted by status only or by status and a date range. The User is required to enter an
application status. The date range is optional. Enter the status of the applications you want to see and/or the
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date range. The results displayed are an application link, project id of the program the individual applied to and
the date. The application list may be filtered by any of the statuses listed below.

Once a decision is made regarding an application, be sure to change his or her status. AC*RPS automatically
sends an email to applicants each time their application status changes.

Selected applicants must go back on line to the program selections page of his or her application and click on
the accept button. At that point, other programs to which the applicant may have applied may not select the
individual. Be sure to get a signed copy of the certification page from the selected applicant.

11. What are the statuses?
- All Statuses - For all applications who submit an application to your program
Accepted - For all applicants who accept the AmeriCorps opportunity.
Accepted to other program — For all applicants who have accepted an opportunity with
another program.
Approved — For AmeriCorps*VISTA applicants who have been approved by the CNCS
state office.
Interviewed — For all applicants who have been interviewed by the program
Rejected - For all applicants who have not been selected by program
Rejected by state — For AmeriCorps*VISTA applicants who have been disapproved by
the CNCS state office.
Selected - For all applicants who have been selected by program
Submitted - For all applicants who have submitted their application
Under review — For all applicants whose applications have been reviewed by program
Wait-Listed — For all applicants who are on the waiting list.

12. How do | collect references?

A Reference form is emailed to the individuals listed on the application. After the form is completed, it becomes
a part of the application and is invisible and inaccessible to the applicant. Applicants can apply to projects
before the forms are completed.

Project users can view applications even if completed reference forms have not been submitted. However,
once the reference form has been completed it will become available for review. When a project user
accesses a completed reference form, they will see the reference contact information as well as the applicant
assessment. If the form has not been completed, the contact information along with following message is
displayed: "At this time, the online reference information is not available for this applicant.”

Applicants will only be allowed to change their references if they, (the references) are unresponsive. Thus, an

applicant who believes that they may have received an unsatisfactory reference will not be able to delete that
reference and shop around for one that may give them a favorable reference.
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13. Added Steps for AmeriCorps* VISTA programs

Please note that with the start of AC*RPS, the Corporation for National and Community Service no longer pre-

screens or reviews any AmeriCorps*VISTA applications.

If you want an applicant for your program, you need to select the application as noted above. The applicant
also must go online to accept. You should also send interview documentation and a completed Sponsor
Evaluation Form to your State Office for review and approval. The State Office will use AC*RPS to approve or
disapprove your selection. The approval status will be visible to both the program and the applicant on the

program selection page of the application.

Questions or problems? Contact your cluster Recruitment Program Specialist

RECRUITMENT PROGRAM SPECIALISTS

ATLANTIC CLUSTER

Donna Palandro

AmeriCorps Recruitment Program Specialist

Maine, Massachusetts, New Hampshire, Rhode Island, Vermont

Merribeth Pentasuglia

AmeriCorps Recruitment Program Specialist

Connecticut, New York, New Jersey, Puerto Rico, Virgin Islands,
Washington, DC

Jason Scott

AmeriCorps Recruitment Program Specialist

Delaware, District of Columbia, Maine, Maryland, New Hampshire
Vermont

SOUTHERN CLUSTER

Jolene Harrell

AmeriCorps Recruitment Program Specialist
Georgia, Alabama, Mississippi, Kentucky

Bob O’Harra
AmeriCorps Recruitment Program Specialist
South Carolina, Tennessee, Florida

Anji Roe
AmeriCorps Recruitment Program Specialist
North Carolina, Virginia, West Virginia

Current as of: 07/30/02

Atlantic Service Center

801 Arch Street, Suite 104

Philadelphia, PA. 19107

Office; (215) 597-3495
Dpalandr@cns.qov Fax: (215)597-0792

Atlantic Service Center

801 Arch Street, Suite 104

Philadelphia, PA. 19107

Office: (215) 597-7641
Mpentasuglia@cns.qov Fax: (215) 597-0792

Atlantic Service Center
801 Arch Street, Suite 104
Philadelphia, PA. 19107
Office: (215) 597-7641

jscott@cns.qov Fax: (215) 597-0792

Southern Service Center

60 Forsyth Street SW, Suite 3M40
Atlanta, GA 30303-3104

Office: (404) 562-4082

jharrell@cns.gov Fax: (404) 562-4066

Southern Service Center

60 Forsyth Street SW, Suite 3M40
Atlanta, GA 30303-3104

Office; (404) 562-4053

roharra@cns.gov Fax: (404) 562-4066

Southern Service Center

60 Forsyth Street SW, Suite 3M40
Atlanta, GA 30303-3104

Office: (404) 562-4077

Aroe@cns.gov Fax: (404) 562-4066
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SOUTHWEST CLUSTER

Homero Perez

AmeriCorps Recruitment Program Specialist
Texas, Arkansas

Rachael Bambenek
AmeriCorps Recruitment Program Specialist
Colorado, Arizona, New Mexico, Kansas

Jennifer Clark
AmeriCorps Recruitment Program Specialist
Louisiana, Oklahoma, Missouri

NORTH CENTRAL CLUSTER
Courtney Nicholas

AmeriCorps Recruitment Program Specialist
lowa, Michigan, Ohio

Alice Choi
AmeriCorps Recruitment Program Specialist
lllinois, Wisconsin, Nebraska

Michael Bowen
AmeriCorps Recruitment Program Specialist
Minnesota, Indiana, North Dakota, South Dakota

PACIFIC CLUSTER

Christina Corodimas

AmeriCorps Recruitment Program Specialist

California, Alaska, Hawaii, Oregon, Territories, Wyoming

Ric Murphy
AmeriCorps Recruitment Program Specialist
Washington, Montana, Utah, Nevada, Idaho

Current as of: 07/30/02

Southwest Service Center
1999 Bryan Street, Room 2050
Dallas, TX 75201

Office: (214) 880-7059

hperez@cns.gov Fax: (214) 880-7074

Southwest Service Center

1999 Bryan Street, Room 2050

Dallas, TX 75201

Office: (214) 880-7053
Rbambenek@cns.gov Fax: (214) 880-7074

Southwest Service Center
1999 Bryan Street, Room 2050
Dallas, TX 75201

Office: (214) 880-7058

Jclark@cns.gov Fax: (214) 880-7074

North Central Service Center

77 West Jackson Boulevard, Suite 442
Chicago, IL 60604-3511

Office; (312) 353-0574
Cnicholas@cns.gov Fax: (312) 886-5242

North Central Service Center

77 West Jackson Boulevard, Suite 442
Chicago, IL 60604-3511

Office: (312) 353-8280

Achoi@cns.qov Fax: (312) 886-5242

North Central Service Center

77 West Jackson Boulevard, Suite 442
Chicago, IL 60604-3511

Office: (312) 353-1959

MBowen@cns.gov Fax: (312) 886-5242

Pacific Service Center

2201 Broadway Suite 510

Oakland, CA 94612-3024

Office: (510) 273-0172
CCorodimas@cns.gov Fax: (510) 273-0170

Pacific Service Center

2201 Broadway, Suite 510

Oakland, CA 94612-3024

Office: (510) 273-0171
Rmurphy@cns.qov Fax: (510) 273-0170
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NATIONAL DIRECTS/EDUCATION AWARD
PROGRAMS/PROMISE FELLOWS/AMERICORPS*VISTA
NATIONAL PROGRAMS

Denise Giles Yeager 1201 New York Avenue, NW
Washington, DC 20525
Office: (202) 606-5000 x213
National@americorps.org Fax: (202) 565-2794

SYSTEM ADMINISTRATION

Denise Giles Yeager 1201 New York Avenue, NW

System Administrator Washington, DC 20525
Office: (202) 606-5000 x213
Admin@americorps.org Fax: (202) 565-2794

Kim Hammonds Office: (202) 606-5000 x539
AmeriCorps Recruitment Program Assistant Admin@americorps.org
Fax: (202) 565-2794

Current as of: 07/30/02
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